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OFFICE OF GENERAL SERVICES

TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch
SUBJECT: lbnthly Report of Operations for the period ending

31 Auguct 1953

A. Personnel On Duty Vacancies In Process
Office of Chief
Rcds. Mgt. Section
Recds. Center Section
Mail Control Section
1. No. on leave three days or more :
Records Mgt. Section-
Mail Control Section-
Records Center Sec.-
2. No. on spedial detail out of office i . How long?'=
Records Mgt. Section- O
Records Center Section-0
Mail Control Section- 1
3. Where: One nmon in Transportation Division as £ull. &lme couricr.

4. No. pending resignation, transfer and/or reassignment:

Records Management Section-
Records Center -
Mail Control -

5. Specific cases on item 4 not in previous reports.

Recurc'zsa Centbore

6. New applicants interviewed 1 .
Recruited by this office

~

Recruited by Personnel

Approved For Release 2006/04/13 :*CIA-RDP70-00211R000900250010-3

25X1

25X1

25X1

25X1




pproved For galease H - 4 ' -
A dF 2006/04/13 : CIA RDP70-0021V 00900250010-3

B, Administration and Problemss

: L Socliol e lootings were held with Lwo
‘ ords Urricdrs - the DIYA group and the
DYI group. Theoe meetings wewe held for the purpose of
distribetding Records Management Dullotdns| | 25X1
[ Pontains instrmctions pegording the mannor of maing
25X1 o sawvey ol proposcs the issuance of an olvice
uotlce regerding the preservetion and digpositlon of rCCOIUdy
in a’dition, therc wers discussions on the following subjects:
the opening of the new Records Centey fecilitdes | 25X1
prograess belng made on an fApcacy Cerpespondence ! 3 &
vital materials training program for' Area Records OfTicers
ab the Repository %o emphasise the ldentification and wiile
drawsdl of such records in theevent of thedir ncedy and indie
vidual progress and pyoblams,

The mierofilring of the Blographic Reglsier dossiers
Tor tie Vital laterials prosram was ctarted 18 August 1953,
It is ostimated that there are 100 fiveedrswer cablinets :
containing approximately 175,000 cases to be microfllined,

Lecords Center tion « Renovation and oleanlag of the
25X1 | 5 comploiod esrly in the month and the
wovement of records matorial from the| | 25X1
| | was comploted dn Tho TolloWAng Vodke
251 This wove lnvolved spproximabely 5,000 cu. £t. of records
" material which has been palletized in thoe larchouse, An
order for.shelving has been put out for bdd but 1t will be
sproximately thirty days alter o bid is swarded Lefore

ingtallation, Approxinately 1,000 cu, £4, of material placed
25X1 in cho comgd stod of JANIS bomed in vardious

gized cartonsg wiilch had boen woved a nuwber of times in the
past, Thare was no inventory of this material, lb are
prosently sortdng, boxing, and imventorying in order thatl tie
nmaterial ney Le made avallablc as meeded, This work is approxie
nately 0% completed,

RBequests for dll records nd cistribution material are

25X1

25X1 ‘being recaived | | vhere the main locater
files are maintalned, These locator files have now been

brought up to date and any material in the Records Center can
Lo readily located,

During sbe poot year, there was an average of 134 cue fte
per monlh o roousds tranaferred to thoe Recoxds Center, In
Augusy,y 1dih the oponing of the| | this figure 25X1
rose o 210, It is antdeipated Uiat tho monlhly depesiits will
continuc o incroase. However, ihe peak of the transfers -
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ghould not be reached wit' 1l alior the %a;ﬁzie of :&1 alletdn
curren nding wiich deseriben the £ s gnd sexvices
: wailag;:g.poh order to initiato s pecords disposal progran in
the Canter, plac Save boen compledsd for establishing a Disposal
Ticldoy I‘i{n thal will systematieally recard the dlsposal status
of a1 records In custody, Center persormel will be assigned, as
 availablc, to work on this Mle, Vork will alsc be started on
-, getbing w» n Thorage Shace Comtrol File that will maintaln om 2
owrpent Lrsis, infomabion ac to the avellebility of shelving
sace end 1is location,

Hall Conbtrol icction = As a resuli of the inquiries sent to each
Brench regietry regarding the amwmt of nccessary meil service an
Saturdays, the Mail Control Sec'ion wag able to reduce the musbes
of worldnz hours from zppreximatel;” 15 hours per Saturdsgy ‘o
mproxinately 95, A varliation in the nuber of hours each weck
is coused by the changing needs of OCT (detailed courlers) and
“ic Ddrectorts office (staff duty cowricr),

The Space, Malntenance and Facilities Division is nov furrdshw

ing a weakly revised schedule of the moves in order that the Mall
Control Section can be currently informnicd,
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C, PROGECT STATUS REPORT

Projeet le53 = Records iinagenend Ourvey of the Office
of the Dimetor. '

L%Mtbwmm u&&naazwl;rtorupcﬂ%

::__J_M - u.‘e})mauf.ﬂl of & comprehensive schedilo
for the digposition of ﬁ.aca!. rccorise -

There has been no chenge in the s‘bn“husaampwhﬂ
last monid,

2rojoct liwb3 - Remm Survey of the Office of Opcmtious.

The survey of the Office of Operations (Contact
Divisien) hes Leen completed, & tentative eccds
eonipol Mezwsmwmmcumw '
wih the respective offices haws heen schedulsd, In
the preliminary discugsbons, 1t sppears that mutual
agrosment has Deen reached on mwst points, Cone
sequently, we shoulcd be abla to complete the ageigne
.ment within the next monthe

Project, Seb3 ~ Rewri¥ing of CIA Correspondence Hanual.

Following a musdber of contacts thyovughout the Ag
and & mmber of euggesilons nade, the original draf
of the Correspondence Harual m besn revisod el
tentative plans provide for elreulation through the
Arga Records Officers for commenbs and worldng level
clearacos,
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T, TTOY MPROVEMENT PIOJECTS

Pmioct LuBd ~ Prepuration of Handbook setidng for‘lfh
procedapes of the Vil Room, Courler
servies ‘'md messonger persomnel of the
Mail Conirol Sectiom,

Work on the Handbnok 1g progresaing and ls estie
nated to be 75 completed, It sppears nccossary
to c:u;tablish a new somgpletion date of 30 Septenbeste
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SECURITY INFORMATION

MONTHLY REPORT - MATIL CONTROL SECTION
AUGUST - 1953

THIS MOVTH 0 DATEX
1, INCOMING MATL:
(a) Delivery by Post Office 20.17
(b; Picked up from Post Office by courier gzégg 4;'%23
(¢) Picked up from City by courier 4,488 10' 604
(d) Letters: ’ '
viewed
R Reviewe 6,182 11,532
(e¢) Undeliverable (held in Mail Room 55 3%
2, OUTGOING MAIL:
(8) Picked up by Post Office '
(b) Deposited in Post Office by courier - 1%’?33 ié'gig
(¢) City Deliveries 4954 11'343
(d) Penalty :(Cnc)licia, Used ? ’
_ - (1) CIA 2,471 4,878
. L
(2) FBIS 5,950 10,886
(3) ssU 3 4
(e) Postsge Expended $3,056,30 $6,683,19
3. COURIER SERVICE:
(a) Scheduled Trips
(b) Special Trips - Within Agency 333\, z'gig
(1) Delivered by foot o5 221
(2) Delivered by vehicle 206 - Pt
(¢) Other Agencies o7 0024
(d) Trips outside area 4 13
| (1) Total time 22 hrs. 355 min. 248 hrs. 58 min.
Lo FILE ACTIVITYS
(a) Checking courier receipts 28 59
(1) Total time 8 hrs. 15 min. 19 hours
(b) Requests for Administrative Files 12 25
1) Requests filled 8 18

2) Requests unfilled 4 7

' 5, Recruitment: 25X1

(&) Couriers
(b) Mail Clerks
{c) Messengers

6. SEPARATIONS:

(a) Couriers
(b) Mail Clerks
(¢c) Messengers

¥ The fi ; adFmRelet . 3 gcal year.
e figures :Apmﬂm leakk zm%;%ﬁ%wwmﬁomfw
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) TONTHLY REPORT - DISTRIBUTICN DaTE  August 1953
THIS MONTH TO DalTE*
1952 1853
1. INTELLIGENCY, & INFCRMATICN REPORTS
a. Hequest for Supplemental Distribution 195 L5 nf8o
be Intelligence Reports:
Received ( Copies 3015 )7 2663 152 1a3
Distributed ( Copies 2327 ) Loo 936 1622
Returned ( Copies 1018 ) X 11 516 867
c. Information Reports
Received ( Copies 348L) K wee 38l 7866
Distributed ( Copies 1399 ) ‘:ﬁ‘g 1027 2548
2. ADMINISTRATIVE ISSUANGES '
a. Request for Supplemental Distribution A &5 L2 95
b. Regulations
(1) Initial Distribution
( Copies 975 ) 0 L a7
(2) Supplemental Distribution
( Copies 606 ) 5ok 503 624
c. Notices
(1) Initiel Distribution :
( Copies 13,592 18 11 20
{(2) Supplementsl Distridbution
( Coptles 86 ) 384 33 73
d. Other
(1) Initiel Distribution
( Copies 1937 ) 0 1 L
(2) Supplemental Distribution
( Copies 23 ) 11 7 il
* The totals in the "T0 DATE" column will revert to O at the end of

each fiscal year and, starting with July 1952, will always reflect
cumulative totals for the fiscal year of the report.

** The July through September totel of informatioh reports received-
ie included in the total of Intelligence Reports received.
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NTHLY REPORT - RECORDS CENTER

AM 1953

THIS MONTH TO DATE*

;)

1. Records Storage (all figures in
' cubic feet)

(a) Received

(b) Distroyed , 210 342
sl - (¢) Storage Space: (Total) L 0 21
= Records 432
jﬁ* Dist., Material 3955
Committed 3&20
- Avajable : 0
: 296
2. Records Referepce
(a) Service Requests .
(b) Items on Requests o . o 311
. 395 870
3. Inter-Agency Reference Service N

(a) Requests

* The totals in the "T0 DATE" column will revert to O at the end
’ of each fiscal year and after June 1952, will always~ref1éct the
cumulative totals for the flscal year of the report.

#*  Storage Space (total) =~ 25X1

#4  This figure has been adjusted by actual count ss of 2 September 1953.
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MICROFIIM FROVECTS
AUGUBT 1953

TERMEE  IOJAIE
Jeefests Tending

b, Recard Group Actirtties
ProjJects 11:. Process and Campleted
- & ZIntire Records Group
%} In Process
Records Oroup Acoretions

fa' ?m"’ﬁ%??

Tmages Fllmed {Total)

;1 Rotary Comore
2}!‘1 Camexa,

Reels (110 £t,)

1) In Proovess

gzii‘oﬂaneﬁewed
Rericved

i

22,509

R

"he totals in the *Te Date® colmmm will revert to O at the

end of each fiscal year and, etartin: with July 1953, will always reflect
cumlative totals for the fiseal year of the repart. )
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